
 

 
 
 

Specifications for Electronic Storage of Reports for the  
Inventory and Monitoring Program  

Southwest Alaska Network 
 
 
 
 
 
 
 
 
 

National Park Service 
Southwest Alaska Network 

Inventory & Monitoring Program 
250 West 5th Avenue 

Anchorage, Alaska 99501 
 

Version: December 2004 
 

 



Southwest Alaska Network I&M Program - Specifications for Reports  
 ii 
 

File Name:  SWAN_2004_ReportElectronicStorage_0412.doc 
 
Recommended Citation: 
Southwest Alaska Network.  2004.  Specifications for electronic storage of reports for 

the Inventory and Monitoring Program, Southwest Alaska Network.  National 
Park Service. Anchorage, AK.  16 pg. 

 
Topic(s):   
Administrative, Interdisciplinary 
 
Theme Keywords:   
Reports, protocols, guidelines, management 
 
Placename Keywords:   
Alaska, Southwest Alaska Network 
 
 
Initial Distribution: 
Guidelines Website: 
Inventory and Monitoring Program, Southwest Alaska Network 
http://www.nature.nps.gov/im/units/swan/ 
 

 
Revisions: 
December 2004 Guidelines were reviewed by SWAN staff. Finalized for SWAN 

purposes. Added abbreviated names for files. Changed the 
directory structure slightly. 

December 2003 Original version – draft version for region. 
 
 
 

 



Southwest Alaska Network I&M Program - Specifications for Reports  
 iii 
 

Table of Contents 
 
 

Background______________________________________________4 

Review of report __________________________________________4 

Report format ____________________________________________4 

Report naming ___________________________________________5 

Electronic storage of report _________________________________6 

Data server organization ___________________________________7 

Post processing of report ___________________________________7 

Acknowledgements________________________________________8 

References ______________________________________________8 

Appendix A:  Scanning Specifications __________________________9 

Appendix B:  Scanning In-house vs. Outsourcing ________________10 

Appendix C:  Considerations When Digitizing Reports for Text-Searching 
Functionality ____________________________________________12 

Appendix D:  File Name Abbreviations ________________________13 

Appendix E:  Digitizing Reports _____________________________14 
 
 



 
E:\Dorothy_U\ManagementDocuments\_SWAN_Specifications\SWAN_ReportElectronicStorage_0412.doc 
Dorothy Mortenson Page 4 12/22/2004 

Background 
Partially in response to the Electronic Freedom of Information Act requirements 
and partially due to good management practices, the National Park Service (NPS) 
in recent years has built on its infrastructure to provide information over the 
Internet.  This allows any user to access the information desired.  In particular, 
two functions are becoming part of NPS standard business:  

1) the ability to search for information through ANSI Z39.50 compliant or 
individual project search engines; and 

2) the ability to retrieve information independent of format such as 
documents, maps, and photographs. 

   
NPS staff use these tools every day and have come to expect full functionality. 
 
The Inventory and Monitoring (I&M) Program’s Natural Resource Bibliography 
(NatureBib) centralizes bibliographic information about the natural resource 
documents within the parks.  This has helped in the ability to search on natural 
resource topics. Each NatureBib bibliography record provides the “metadata” for 
each report and all the necessary information to link to the electronic copy of the 
report.  These electronic reports are stored in a central on-line library where they 
may be immediately retrieved on-line from NatureBib and may be linked directly 
to any website. 
 
Inventory and Monitoring reports should be stored on a stable, secure and 
manageable Internet image server.  These images could be retrieved through 
either NPS Focus (the NPS Z39.50 compliant search engine), NatureBib, or the 
individual project on-line database. 

Review of report 
Inventory and Monitoring Program reports should comply with the I&M 
guidelines. Once the report has met these guidelines, it is ready to be 
electronically stored. 

Report format 
Most reports that are created today are generated on a computer using software 
like Microsoft Word.  These files are easy to convert to .pdf or other formats.  
Reports only available in hardcopy, however, will need to be scanned, saved as an 
uncompressed .TIF file, and converted to .pdf.  Please see Appendix A, B and C 
for specifications on scanning reports. 



 
E:\Dorothy_U\ManagementDocuments\_SWAN_Specifications\SWAN_ReportElectronicStorage_0412.doc 
Dorothy Mortenson Page 5 12/22/2004 

Report naming 
Report names guidelines are provided to assist in linking electronic documents to 
bibliographic records.  Bibliographic records can generally be sorted by author 
name and hence, making the link easier to manage. These guidelines also assist in 
“parsing” the file names to be used elsewhere, such as in a database. By use of the 
underscore, a data manager may parse author from year and so on.  
 
Report names should follow these guidelines: 
<Author last name><Author first init>_<publication year>_<parkcode>_<document short name>_<BibKeyID>.doc (or 
.pdf)   
 
Using underscores or hyphens as delimiters. 
 
For example:    

MillerJ_2003_ALAG_FreshFishInv2002AnnRept_561863.doc 
 
Where,  

Author Last Name (primary) = Miller 
Author first Initial = J 
Year Published = 2003 
Park Code = ALAG 
Document Short Name = FreshFishInv2002AnnRept 
BibKeyID* (from NatureBib) = 561863 
 

* If the document will not be entered into NatureBib, use the date as version 
control. For example: MillerJ_2005_KEFJ_ FreshFishInv2004AnnRept 
_0406.doc 

 
Document short name 
Most titles of natural resource reports are too long to use as the electronic file 
name.  When selecting the <document short name>, select the significant nouns 
that best describes the report. Do not use prepositions (of, by, for, on,...) or 
conjunctions (and, or) in the shortname.  Year included in the shortname may 
reflect the year indicated in the title, as oppose to the year of the publication.  
Common words can be abbreviated, such as “Rept” for Report.  See Appendix D 
for suggested listing. 
 
Tip! 
While a document is being written and is in draft form, the primary author may 
be unknown and the publication year uncertain. It is recommended the following 
format be used for this interim version: 
 
<document short name>_<YearMonthDay>.doc  

 
For example:   ALAG_FreshFishInv2002AnnRept-Draft_0304.doc 
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The author name and year may be added during the finalizing of the report. This 
technique may be useful in distinguishing early draft reports from nearly final 
reports. When the BibKeyID is added and replaces the version date, this 
distinguishes it as the final report.  
 

Electronic storage of report 
The final report should be provided in its raw format, such as Word, to the 
Network Data Manager or other assigned staff.  Process the report as follows: 

• Enter into NatureBib 
• Rename to appropriate name, if necessary, adding the BIBKEYID as part 

of the name. 
• Convert to .pdf format 
• PDF and originals filed in appropriate Network/Region directory  
• Submit PDF format to WASO I&M data server 
• Link report to NatureBib 
• Link report to appropriate website (Network or park specific) 
• Send notice to Technical Committee and park staff via e-mail that the 

reports are available 

 
Diagram 1: Storage of electronic reports. 
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Data server organization 
The Alaska regional data server will be organized as follows: 
 
/Libraries/Reports/ 

/Network 
   /Network – for network-wide documents 
   /Park1 – Documents specific to this park 
   /Park2 – Documents specific to this park 
   /Park3 – Documents specific to this park 

/MISC – Miscellaneous documents that are not network-
wide, but may be related to the network. For example, a 
report on salmon productivity within the Alaska Peninsula 
area produced by Alaska Department of Fish and Game. 

 
For example: 
 
/Libraries/Reports/ 

/Network 
/SWAN 

    /ALAG 
    /ANIA 
    /KATM 
    /KEFJ 
    /LACL 
    /MISC 
    /SWAN 
 
The Network Data Manager, or other assigned staff, will manage these files. 

Post processing of report 
The report will be further processed to ensure it is accessible via the Alaska 
Region’s distribution process and NPS Focus, see Diagram 1.  
 
Similar to how the GIS data is centralized at the regional office and distributed to 
all of the parks, the reports will be centralized at the regional office, then 
distributed to all of the parks. This provides a “local” archive of the reports. 
 
Reports stored on the WASO I&M repository server and recorded in NatureBib 
will be processed to ensure NPS Focus can find these records.  This will allow the 
user to search through NPS Focus, and retrieve the same information. 
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Appendix A:  Scanning Specifications 
 
 
Extracted from the NPS Focus Image Creation and Management Guide, by Kass 
Evans on the NPS Focus Digital Library and Research Station website: 
 
Letter-size documents on typewritten/printed paper being scanned: 

• Scan at a resolution of 300 dpi or 400 dpi if the text has very small print 
• Use black & white bitmap (do not scan as greyscale or color) 
• Save as uncompressed TIF file 

 
Color Pages: 

• Choose target size the same as the original  
• For color photo, choose resolution 300 dpi, 24 bit color (do NOT use 32 or 

48 bit color)  
• For black & white photo, choose resolution 300 dpi, 8 bit grayscale (do 

NOT use 16bit grayscale)  
• Save as uncompressed TIF file  
• Scan to yield file size approximately: yields file size approximately 4200 x 

3000 pixels, file size 20-25MB for color  
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Appendix B:  Scanning In-house vs. Outsourcing 
 
Extracted from the NPS Focus Image Creation and Management Guide, by Kass 
Evans on the NPS Focus Digital Library and Research Station website: 
 
Scanning In-house vs Outsourcing  

The decision on whether to scan resources in-house or outsource the work to a scanning vendor 
will be an individual decision for each project based on a variety of factors such as: 

• availability scanning equipment of appropriate quality for content being scanned  
• trained scanning staff (e.g. do they know how to calibrate a monitor?)  
• time table - is a quick turn-around time needed?  
• physical condition of information resources - does the physical condition require 

professional quality equipment and services (e.g. the slides are pink, the reports are 
bound)  

• quantity of information resources - the larger the quantity  
• funding  

Below are some of the issues to consider for Unbound Text, Bound Text, and 35mm slides and 
negatives.  

Unbound Text 

Unbound Text: this includes content that can be separated into separate sheets of paper which 
can be placed face down on a flatbed scanner.  

This is the easiest type of material to scan in-house. Since text is generally scanned at 300 dpi, 
an inexpensive scanner is all that is needed and the staff doing the scanning do not need special 
training.  

However, it should be kept in mind that scanning vendors use high end equipment with sheet 
feeders that can scan hundreds or thousands of pages a day. Because of this scanning costs can 
be as low as $ .10 per page. It may be cheaper and faster to use a vendor than doing the same 
work in-house.  

Bound Text 

Bound text: this includes all books, journal, and technical reports that have been bound together 
at the top or left side. Pages cannot be scanned on a flatbed scanner unless the binding is 
removed or the "book" is forced open and smashed down onto the scanner.  

It is highly recommended for this type of material, that the project contract with a vendor that uses 
an overhead scanner with a book cradle. With this equipment, the book/report is place in a book 
cradle and the cover is opened only as far as is possible without destroying the binding. The 
overhead scanner uses archival lighting and each page is scanned in 1-2 seconds so this is the 
safest method for delicate materials. Special software is used to correct the perspective for 
materials that are scanned from an angle because of the binding. There are vendors throughout 
the country that use this equipment but the NPS has had a good experience with Crowley 
Micrographics who are on GSA schedule.  



 
E:\Dorothy_U\ManagementDocuments\_SWAN_Specifications\SWAN_ReportElectronicStorage_0412.doc 
Dorothy Mortenson Page 11 12/22/2004 

Do not use a digital camera to take images of pages of typed text because the quality and angle 
of the image will make it difficult to effectively run OCR (optical character recognition) software on 
the page in order to index each word for full-text searching.  
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Appendix C:  Considerations When Digitizing Reports for 
Text-Searching Functionality 
 
To consider whether digitizing in-house is feasible, there are a number of tools 
that are required: 

• High end photocopier – The newer models of photocopies also have the 
capability to be scanners if they have a TWAIN driver.  The photocopies 
document feeders are far more efficient than any of the desktop scanners.  
It should be emphasized that the largest bottle-neck of the scanning 
process is the speed of the form-feeder; a faster form-feeder will be cost-
effective.   

• Adobe Acrobat 6.0 – It is easy to scan any document, whether on a 
desktop scanner or photocopier) using the Acrobat interface.  Acrobat 
pulls the scanned images in as one complete PDF document.   

 
Optical character recognition (OCR) is a powerful tool because it can allow a text 
search through any of the scanned documents.  In addition, a word index (i.e., 
word database) of all documents can also be created and maintained through 
time.  Here are some considerations when using the OCR capability (aka 
“Capture”) functionality in Adobe Acrobat 6.0. 

• Documents must be scanned at 300 dpi and in B&W bitmap for Adobe 
Capture to work efficiently. 

• Capture is advantageous because it retains the original format of the 
document, yet is good at compressing the file sizes. 

• Adobe Capture is only about 95% accurate.  Some common pitfalls 
include: 
o Adding spaces between letters, 
o Confusing commas for “l”s 
o Confusing quotes for “ll”s 
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Appendix D:  File Name Abbreviations 
 
Following are standard abbreviations that may be used to shorten the title of a 
report name. Do not use prepositions (of, for, by, on, ...) or conjunctions (and, or) 
 
Abund Abundance 
Adapt Adaptation 
ADFG Alaska Department of Fish & Game; State of Alaska, Department 

of Fish & Game 
ADNR Alaska Department of Natural Resources; State of Alaska, 

Department of Natural Resources 
AK Alaska 
Ann Annual 
Assess Assessment 
Bib Bibliography, Bibliographic, Bibliographies 
Conserv Conservation 
Dev Development 
Distrib Distribution 
EG Exit Glacier 
Elev Elevation 
Env Environment, Environmental 
Est Estimate, Estimation 
Eval Evaluate, Evaluation 
EVOS Exxon Valdez Oil Spill 
Geo Geology, Geological 
Hab Habitat 
IM Inventory and Monitoring Program related 
Inv Inventory, Inventories 
Juv Juvenile 
Obs Observation 
PA Port Alsworth 
Pop Population(s) 
Precip Precipitation 
Rept Report 
Sum Summary or Summaries 
Surf Surface 
Tbls Table(s) 
USGS US Geological Survey 
Fresh Freshwater 
Fish Fish, Fisheries, Fishing 
WQ Water Quality 
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Appendix E:  Digitizing Reports 
 
From the presentation “Using Adobe Digital Products to Enhance Data Mining,” 
by Brent Frakes during the NPS Inventory & Monitoring Program Data Managers 
Meeting in Phoenix, Arizona in April 2003: 
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